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KIRTLAND COPIER CONTRACT POLICY
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This instruction implements AF Pojid®irective 33-3,Informaton Managemenand DODD 5330.3/Air
Force Syplement, Defense Automated Piinting Service (DAPS). This instruction shall serve as he
authaity for an individud to serve as #happointed liaisorfior Kirtland Air Force Bae ard its units and
the Defernse Automated Printing Service (DAPS). It liststherespomibilities, functiors, relationship, and
authaity for the wing liason and stablishesequirements fo unitsrequestinganew copier or upgrade of
their existing copie

1. Justificationfor Copiers. Wing units requing a nev copier @ an upgrad in featues  their existing
copiermust submit a written justication to 377CSSCSP. Al requests must includethefollowing infor-
mation

1.1 Location of other copiesin the area ahthe reason those copiers cannd be ugd to satsfy mis-
sionrequirements.

1.2 Estimaied monthly volune (number ofcopiesyou expet to make each month).
1.3 Meterreading o existing copie{upgades only.

1.4. Specific justification for each addd feature,i.e., autenatic document feedef 0-bin sorter; and/
or duplexing (twesided copying).

1.5. A paragraph giving complete pstification for the copier. Include anyinformation tha will
strengthen your reqee

1.6. Include stementsindicating the mssion impat if your requet is disapproved.

(NOTE: 377 ABW unitscannot purchase their oveopiers They must use the Base Copier Contract
which DAPS manages



2 KAFBI33-303 1 JUNE 1999

2. Requesting Official. The appropriate group commander nmust sign the request for a new copier or
upgade.

3. 377 CS/SCX Resmnsibilities. SCX will track hilling and budget to fund the coper cortract and
ersure DARS is pad each monthin atimely manner.

4. Wing Copier Contract liaison Responsibilities. The 37&ABW Commande or his’her represen- tative
will designate an individual as tre 377 ABW Copier Contract Liaison.

4.1. Thecontract liaison wilcoordinatewith Defense AutomatePrinting Servicg(DAPS) to:

4.1.1 Ensure the 377 BW receives theimonthly billing from DAPS in a timely manner. Mon-
itor billing monthlyfor ary changes in cost upgrades, omoves. After the liaison reviews and
verifies the billing for accuracy he/she will forward itd the 377 CS/SCXF for action.

4.1.2 Ensure DA provides a copy ahewrittenrequest or all 377 ABW unit upgradedo liai-
son. Validateall requests fo copier upgrades arensurehey justify the upgrade. Use the a\er-
age copies per month as a guidejdistification. The copie contract hasalisting of band numbes
for eachtype d copier and the maximum number of copiesthat shauld be reproduced on the
copier monthly.

4.1.3 Maintain a record of alransactions betwen DAPS and 377 ABW. Rcord will include
copiers curently in use (includig copier number, model number, band numbaed cat) and their
locations(including bulding ard room number).

4.1.4. Review and monitor the copier contrad annually. Enaure that no contract changes are

made withotithe liaison's appval. Noify SCXF if any revisions will gect 377 ABWallocated
funding.

4.15. Review DODD 5330.3Air Force Supplement, Defense Automated Printing Sewice

(DAPS), if questions oissues dase on AF policy as &y relateto the pocesses and procurement
of printing, duplicating, and copying.

4.2 Upon receipof a requet for a copier, the liagon will evaluate requst ard submit recommenda-
tion throudn 377 SCS and 377 CS/Cto 377 ABW/LC for action/approval.Theliaison will provide
DAPS with a final decision foaction as soon ai is received from the wirg commande or his/her
representative.

5. Other Unts Usingthe Copier Contract. Units othe than tle 377 ABW using the copiercontract will
monitor and tack any clanges maded their pation of the contract dung the year. They must provide
the funding fo any additions, chares, a upgadesto their copier requiements ad must pay their por-
tion of the contact directly to DAPS Eachtime the copier contract isenegatiated, theliaison will con-

solidate requirements fram all units using the @ntract to oltain the lest price and value from the
contactor.



KAFBI33-303 1 JUNE 1999 3

6. Approva/Disapproval Authority. The 377 ABW Commander or his’her representative will be the
final appoving/disapproving authorityor the expenditue d additional funds fo al new equipment or
upgades  existing equipmetrfor the wing.

GARY D. DILLS, Colonel,USAF
Commander
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